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	EVENT MANAGER
	Successfully driving revenue through organizing memorable events.


Performance Summary: Results-driven and resourceful event management professional with a 9+ years’ verifiable track record in organizing and managing small and large events – from proposal to delivery. A highly effective team player who has great presentation skills, contagious enthusiasm and deep rooted passion for excellence. Established reputation of uniquely blending creative and administrative abilities to achieve the desired results. Known for meeting and exceeding expectations of employers.
CORE COMPETENCIES
	– Need Assessment
	– Bill Generation
	– Service Quality Assurance

	– Pre-event Meetings
	– Budgeting
	– Client Relationships

	– Vendor Coordination
	– Site Inspection
	– Timeline Development

	– Third Party Services
	– Event Promotion
	– Progress Reporting


PROFESSIONAL EXPERIENCE
CRAWFORD, Austin, TX | 5/2011 to Present
Event Manager
• Establish a new pattern for pre event meetings with clients, vendors and the event management team leading to 60% enhancement in the smoothness of event planning process
• Attract an additional referral revenue worth $50M through attainment of enhanced customer satisfaction level
• Reduce communication errors by 100% through initiation of interactive timelines that enabled all members to update the project status from varied locations
• Meet the clients to ascertain their needs
• Finalize and manage the budget
• Develop event program and timeline and get it approved by the clients
• Engage vendors and service providers to ensure timely event arrangements

NEIMAN MARCUS GROUP, Austin, TX | 8/2006 to 4/2011
Assistant Event Manager
• Coordinated details of the event verbally and in writing with the clients
• Facilitated the team in making all the event related arrangements
• Booked short and long term events for clients
• Identified and pursued opportunities for more business
EDUCATION
St Louis Community College, Austin, TX | 2005
Associate of Arts in Event Management
ADDITIONAL STRENGTHS
• Bilingual: Fluent in English and German
• Computer: Outlook, EMS and Power point
